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Chapter 1: Lines of Accounting

A DTS line of accountirigOA), when tied to aihding source (a funded budges)the means through which
SELSyasSa Ay | GN»¥ @St R20dzySyid IINB LI AR®D ! f{iK2dza3K 5¢
with the Defense Finance and Accounting System (DFAS) to makergayTS is not an official accounting

system. DTS resource managefinance and Budget Defense Travel Administrators (FDTAs and BDTUSS)
NEO2yOAfS GKS 0dzRISGa GKS& YIAYUlrAYy gA0GK GKSANI / 2YL

This chapter focuses on LOAst fmre information about budgets, see tiETA Manual, Chapter. 9

A DTS FDTA must have permission levels 0, 1, 3, and 5, 6, plus organization access, to work with LOAs and
budgets. A DTS BDTA must have permission levels 0, 1, and 3, plus organization access, to work with DTS
budgets.

Chapter 2: LOA Format, ldentification, and Use

A DTFamat Map determines the content and format of each LOA. Each format map consistsxetianfimber
of Accounts and Elemenss ¢ KA OK ARSY(GAFe GKS I OlGdza t Fdzy RAy 3 &2 dzN.
and purpose by looking at the LOA labdéle discuss these items in detadlbw.

2.1 Format Map

DTS recognizes different format ngpvhich direct travel obligation and disbursement requests to the

I 2YLRYSYyiuQa FAYlFIYyOALf aeadasSy Sylotiay3a GKS GNF @St LI
DTS recognizes the following LOA format m&pgure 81):

DTA Tools: Search LOA(s) | Create LOA(s} | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Create Line of Accounting * Required
Format Map: Select One .. W
AF 2, 072072003 -
| 4 ARMY 3, B/6/2003
BSM 1, 2/6/2006
DEMS 1, &/1/2001

DTRA, 7/3/2006

DWAS 1, 1/1/2004
FACTS, 6/30/201

MC 1, 8172001

MISIL FMS, 8/13/2011
MSC, 101372005

NAVY 1, 8/1/2001

NAVY ERP1, 9/26/2006
NAVY FMS, 1/3/2005
NRL1, 6/3/2008

SAP1, 3M10/2004
SDDC-AF, 512/2008
SDDC-ARMY, 5122006
SFISv34

WAAS 1, 872002

eBiz 2, 2/20/2003 -

Figure 81: Format Maps Screen

Onceyou Createa LOA and select teormat Map & 2 dz O y Q (i Fotnkt IMy(pHe®i. AdlditiGnally, the
Format Mapis not editable when copying and rolling over LOAs.

Defense TraveMlanagement Office 3
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When you create a LOA, DTS automatically chéekir Create Budgefor a new LOAIf youneed create the
budget later, then unheck the box, DTS allows you to create a new LOA without a budget. You can always
create a budget for the LOA later.

For more information on Component LOA formats, seeDid Manual, Appendix R

2.2 Format Map Accounts and Elements

A LOA contains 10 sections (calleztount$, each of which has space for up to 20 characters of information
(calleddata element} Carats () separatdata elements. The format map determines which data elements go
into which accounts, the order they appear in, their allowable lengths, etc.

Table 81 shows asample LOA formaRkRemember that format maps are not all the same meaning different
Components hae their own LOA format.

Table 81

1 2 B3 & 5 6 |7 8 lo |0 |11 |12 13 |14 15 |16 |17 18 19 |20
ACCT 1 ADSN A
ACCT 2 DEPT [ A TA NIERE APPR A L A
ACCT 3 FC Ay [a | 1 ] \
ACCT 4 oaC [ A ] osaN | A RC/CC A A [
ACCT 5 BPAC A cDC A cc A Line# A
ACCT 6 EEIC/SRAN A S A SMC/CSN A
ACCT7 ADSN A P [ A |
ACCT 8 FM A PEC A
ACCT 9 gor [~ T [ ] | ] \
ACCT 10 JON A | OBICIASS | A | CNTR-OTHCD| #

Figure 82 shows the same format map as shown in DTS.

Defense TraveMlanagement Office 4
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LOA Data Elements

ADSN or DTST: *
DTST Sub-field:

Account 1

1

(6 or DTST)

(14)

Account 2

DEPT:
TA:
FY:

APPR:
SL:

(2)
(2)
(1)
(4)
(4)

Account 3

FC:
PY:

[

—_—
- PN
—_— —

Account 4

OAC:
OBAN:
RC/CC:
BA:

Account 5

BPAC:
CDC:
CC:
Line #:

Account 6

EEIC/SRAN:
SC:
SMC/CSN:

Account 7

ADSN:
ESP:

LRI

Account 8

FM:
PEC:

|

(8)
(6)

Account 9

IBOP:

|

ﬁ
w
—

Account 10

JON:
OBJ-CLASS:
CNTR-OTH-CD:

(12)
(3)
(2)

Figure 82: LOA Elements as Displayed in DTS

June 28, 2022

Note: The numbers in parentheses indicate the maximum number of characters you may include for each

element.

The accountable station number (ASDN) is the element that directs the LOA to the appropriate finance system.
. SO0ldzaS Sk OK TF2NXI

YL LX | OSa

iKS

1 {5b

Ay b

Defense TravéMlanagement Office
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Account 7), DTS duplicates the ASDhhe first element of Account 1. This allows DTS to easily identify and
O2NNBOGte AYyGSNIOl ¢gAGK (GKS /2YLRYySyidiQa FAYylyOS aga
¢KS ! 002dzyia v GKNRdAzZZAK wmn O2y Gl Ay GKS [h! Qa TFA&AO!If
validated by DFAS.

Note: You must enter all LOA elements in upper case format. If you try to save lower case letters in the LOA
elements, DTS displays an error message to explain this fact.

See theDTA Manual, AppendixfBr details almut the element codes and the element structures for each
format map.

2.3 Format for LOA Labels

In DTS, a LOA label (name) has two parts consisting-digat Ziscal year, plus up to 12 characters that provide a
descriptive name. For example, a valid LOA label ERZ8NINGavailable to pay travel cost for training during
Fiscal Year 2023.

The L@ label and the 10 x 20 data elements must be unique within an organization in order to properly process
documents and track funding. Swalbganizations may create a LOA label named the same as another
organization, but since they are different orgs, thedis are separate, so there is no problem with the naming
structure. For example, if the organization DTMOCSD uses the LURAZRINGhat label supports travel

under DTMOCSD (Figurg&gfor those travelers. Then if organizations subordinate to DTMQ@@8Mame their

LOAs 23 RAININGhose LOAs support their travelers, so there are no conflicts.

/__-h\"‘\
Routing Lists
DTMOCSD | 0 Grous
Maintains Profiles
23 TRAINING LOAs

Budgets

7~ N\ 7~ N\

LOA labels named

DTMOCSDOPS | thesamebutions | DTMOCSDRMO

anly tied to the
23 TRAINING “/ unigue organization T~ 73 TRAINING

N NS

Figure 83: Organizations and LOAs Chart

NoteY ! f 6K2dza3K AdQa y20 | 5¢{ NBIdZANBYSyidGz yIYS (KS |
select br travel.

Defense TraveMlanagement Office 6


https://media.defense.gov/2021/Nov/15/2002893225/-1/-1/0/DTA_APP_R.PDF

DTA Manual, Chapter 8: LOAs June 28, 2022

2.4 Using LOAs

LOAs are only available for use in a DTS travel document if one of the following is true:
1 The LOA belongs to the organization the traveler is assigned
1 A seniorlevel organization shared the LOA with its subordinate organization

f 'y 2NBFYATIGA2Yy NBESFHasSa [h! | O0Saa (2 ares$ GNI O
Organization Fundindeature.

Defense TraveMlanagement Office 7
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Chapter 3: Working with LOAs in DTS

You access DTSHitps://dtsproweb.defensetravel.osd.mil/d@pp/pubsite/all/view/. Once logged into the

system, you can perform administrative actioise DT®TA Maintenance Todssists youn managngand

maintairh y 3 @ 2 dzNJ 2rééBllceSAYbdcdesgife Vitka of Accountingnodule to find, update, copy,
delete, and create LOAs. The various sections of this chapter discuss all these options.

From theDTS Dashboar(Figure8-4) selectAdministration, DTA Maintenance Toair use the quick tile link.

System Status: @ EWTS v

‘ ‘ @ Helen D West v

Defense Travel System
S

Travel Tools v Message Center

3 i e
& Qﬁ Administration ||I| Reports 'c ‘

Trips Awaiting Action Budget Tool [ Report Scheduler 2 DTA Maintenance Message Center

A Tool
Eﬁ Read-Only Access (ROA)
Self Registration Administration

o ROA Invoices '

DTA Maintenance Tool '

My Travel Docu

Your upcoming, current, and g Delegate Authority

Document Unlock Tool

Figure8-4: DTS DashboaAdministrationMenu

TheDTA Maintenance Tool Homgage(Figure &) opens. From th®TA Tool8ar (appears on every screen in
the DTA Maintenance Todlyou can access all tiETA Maintenance Toohodules you need, without returning
to the DT®ashboardscreen (Figure-8).

Screen I0: 70001
DTA Home | Help for this Screen | Logout

DTA Maintenance

Defense Travel System

A New Era of Government Travel

DTA Tools: << Select an option from the DTA Tools dropdown.

Welcome to the DTA Maintenance Tool
This tool provides authorized DTAs with the ability to create and modify organizations, routing lists, groups, people, and lines of
accouniing (LOAs). Please select an option from the DTA Tools dropdown menu above.

Your Maintenance Tool Permissions:
» You have the proper permissions to edit organizations
You have the proper permissions to edit routing lists
You have the proper permissions to edit groups
You have the proper permissions to edit people
You have the proper permissions to edit lines of accounting (LOAS)
You do NOT have the proper permissions access MIS
You have the proper permizsions to access ROA

« B BB ¥ B

Figure 85: DTA Maintenance Tool Home Page

SelectLines of Accountindgrom the DTA Toolslrop-down list. TheSearch Lines ohccountingscreen (Figure-8
6) opens and th®TA Tools Baupdates displaying tools that let you:

I Search for a LOA
I Create a LOA from scratch
f ' LIRFGS GNI St SNBQ RSTFlLdzZA G [h! &

Defense TraveMlanagement Office 8
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1 Updaie or copy multiple LOAs at once

1 Create aView Listing(report) that shows yo the LOAS an organization owns

Details for each LOA option are discussed in the next few sections of this manual.

3.1 Searching LOAs
.ST2NB e2dz OFy dzLJRFEGS 2 NJ Oadrhadization furdingQyou riukt iotate th&lIOA.Y LI S
To help you dotat, theSearch Lines of Accountirsgreen (Figure-8) automatically displays when you open

the Lines of Accountingnodule.You can also access this screen from any screen initles of Accounting
module by selectinearch LOA(S) in ti¥TA Tools Bar

Search Lines of Accounting
For "Organization Name™ please enter four or more characters in the corresponding field to display list of available

organizations.
labe: | |(FY+LOAName)

Format Map: | v
QOrganization Name: |DTMOCSD ["]--Include Sub-Organizations
Unbudgeted LOA(s) Only: []

Figure 86: Search Lines of AccountiSgreen
| SNBEQa K2g G2 aSIFENOK F2NJF [h!Y
OhLIWGA2YyFE0 9YGSNIF FdAf 2N LI NIAFE [FoSt G2 ass

1.

N

to find all FY23 LOAs, but no LOAs from other fiscal years.
(Optiona) Select &ormat Mapto view LOAs built using the selected format map.

GhLIGA2Y T 0 |, 2dz2NJ YI Ay 2NAEI yAIOrgadizatroNamegit igl.  + LILIS | NE&
Change it if you need to search for LOAs owned by a different organization.

(Optional) If you want to view organizations subordinate to the one irfQhganization Namdield,
check thelnclude SubOrganizationgox.

(Optional) Check thelnbudgeted LOA(s) Onlyox to see only LOAs that have no associated budget.

SelectSearch TheLines of Accounting (Search Resulisjeen (Figure-8) opens.

Defense TraveMlanagement Office 9
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DTA Tools: Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Lines of Accounting(search Results)

Organization Name: DTMOCSD
Include Sub-Organizations: No

Label: 23
Unbudgeted LOA(s) Only: No

Format Map:
Selectio Edit Organization N label  Shared FormatMap  Linkt
Delete or Rollover [ rganization Name al are ormat Map ink to
0 [ Update | Copy | X-Org Funding | DTMOCSD 23 TRAINING No  AF 2, 9/29/2003 New Budget

SelectAll Clear All

| Delete Selected(on this page) | Rollover Selected (on this page) |

1-10f1

Figure 87: Lines of Accounting (Search Results) Screen

See Table-2 for a list of theLines of Accounting (Search Resulisjeen field, column, and object names and

their descriptions.

Table 82

LINES OF ACCOUNTING (SEARCH RESULTS) SCREEN DESCRIPTIONS

Field or Object

Description

screen (e.g., Organization
Name)

Text items at the top of the

Identify the search criteria you entered on the Search Lines of
Accounting screen. Displays rieckt if you used the field in your
search, or left blank if you did not.

Select to Delete or Rollove

A 4

When you need to delete or roll over one or more LOAS, check the
box next to each LOA you need to change. These boxes work witl
the two buttons (alsdisted in gray on this table) at the bottom of
the screen.

Edit

Column containing buttons that let you Update, Copy, or Apply X
Org (crossrganization) Funding to a single LOA.

Organization Name

Column that displays the organizations that own the digpthLOAs.

Label Column that shows the routing lists that match your search criterig

Shared Column that identifies whether (Yes) or not (No) the owning
organization shared the LOA with its subordinate organizations.

Format Map Column that shows théormat map used to create the LOA.

Link to Column that provides a New Budget link for each LOA. Select oneg

create a new budget that links to the LOA.

Two buttons at the bottom
of the screen

When you check at least one box in the Select to Delete oo
column (also listed in gray on this table), select Delete Selected (q
this page) to delete the items you checked or Rollover Selected (0
this page) to create a new LOA for with updated FY elements.

Defense TraveMlanagement Office
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3.2 Updating LOAs

When a LOA has missing or wgoinformation, then you need to correct the data. Invalid LOA data sent to the
accounting system will cause a reject and requires additional actions to process the docuoezdsfully.

| SNBQa K2g¢ (G2 dzZLRIFGS I [ h!

1. From theLines of Accounting (SeardResults)screen (Figure-8) selectUpdatenext to the LOA you
need tochange TheUpdate Line of Accounting Screepens. It shows key inforation about the LOA
(Figure 88) andthe cdkNBy 4 [ h! Q& SZ itivihihe &lente@s\filedaNE v

Defense TraveMlanagement Office 11
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Update Line of Accounting
For "Crganization Mame” please enter four or more characters in the corresponding field to display list of available
organizations.
Format Map: AF 2, /29,2003
Organization Mame: DTMOCSD
Lakel: 22 TRAINING
Share LOA: sy
LOA Data Elements
ADSM or DTST: * |647100 (G or OTST)
Account 1 _
DTST Sub-field: {14 )
DEPT: 57 {2)
TA: {2)
Account 2 Fre (2 | (1)
APPR: 3540 (4)
SL: (4)
- - FC: 58 (2)
— P |2 (1)
OAL: 41 (2)
DBAM: L& (2)
Account 4
RCICC: 201500 {6)
BA: | (2)
BPAL: {6)
GDC: {3)
Account &
CC: (2)
Line # (3)
EEICISRAN: 408 (G}
Account & BC: (3)
SMCICSN: {(G)
ADSM: 887100 {6)
Account 7
ESF: {2)
FM: (8)
Account 8
PEL: 5A220F (G)
Acoount 0 sor: [ ] (3}
JOM: {12)
Account 10 OBJ-CLASE: {2)
CNTR-OTH-CD: {2)
| Zave Chanpges || Cancel |

Figure8-8: Update Line of Accounting Screen

June 28, 2022

2. (Optional) Check th8hare LOAox if subordinate organizations should be able to use this NO#:
If you choose to share the LOA, you must also share the budget. If you do not, obligation or
disbursement aempts by the subordinate organization will fail.

3. Modify the LOA data elements as necesshigte: Ensure that you duplicate any changes you made to

iKS [ h! Q&

St SySyida

Ay

iKS

0dzR3ISGQa

they do not, the obligation or disbursement attempt will fail.

St SySydao

dzR 3.

Defense TraveMlanagement Office
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4. SelectSave Changeat the bottom of the screen. HlLines of Accounting (Search Resulisjeen
(Figure 87) appears.

3.3 Copying LOAs

Copying is a way to create a new LOA from an existing LOAeBIRS with information pulled from the source
LOA and allows you to change what you need to change to create a new, unique LOA.

Here is how to create a new LOA by copying an existing LOA:

1. From theLines of Accounting (Search Resliksreen (Figure-8) selectCopynext to the LOA you want
to duplicate. TheCopy Line of Accounting Screepens. It lets you enter key information about the
new LOA (Figure-8) and displays the elements in the source LOA (FigiZeb8t with the elements
filled in).

Copy Line of Accounting(An empty budget shell will not be created if Create Budget is not checked.) * Data Required

For "Organization Name" please enter four or more characters in the corresponding field to display list of available
organizations.

Format Map: MC 1, 8/1/2001
Organization Name: © DTMOCSD
Share LOA: [ ves
Create Budget: es
Empty Budget Shell Fiscal Year: * (4 digit year)

LOA Fiscal Year: (2 digit year)

LOAName: * |[EXEC

Figue 89: Copy Line of Accounting Screen (Top)

2.0hLIAZ2YLFE0 |, 2dzNJ YIEAY 2NHI YA I OrgadizatgriNamegit el8. | LILIS I NB
Change the org name if you need to copy the LOA into a different organizidtiter. The format map
is noteditable. If you need to use a different format map, you cannot copy this LOA. Instead, you must
create a new LOA.

3. (Optional) Check th8hare LOAox if organizations subordinate to the one in tBeganization Name
field should be able to use this LOMote: Sharing the LOA means allowing all-eudpanizations within
the organization structure to use the LOA. In addition, if you choose to share the LOA, you must also
AKFNB GKS 0dzZRISGP® LT €2dz R2y Qi O2 YLIX Stw@rfptsbhyk S a S dz
the subordinate organization will fail.

4. (Optional) DTS checks tfizeate Budged 2 E 6& RSTlL dzZA Gd ! yOKSO]l GKS o62E
automatically create a budget for the new LOJte: The organization cannot use LOAs without
associated fundd budgets to obligate or disburse travel funds.

5. Enter the 4digit fiscal year for the new budget.

6. TheLOA Fiscal YeandLOA Namalisplay the label name information from the source LOA. You must
to change the information in either or both fieldstocie® G KS yS¢é [ h! Qa I 6St @

Defense TraveMlanagement Office 13
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7. Modify the LOA data elements (as seen in FiguP¢ & necessarilote: If you left theCreate Budget
box checked in step 3, DTS duplicates all the LOA elements in the budget when you save the changes in
step 7. This ensures thtte LOA and budget elements match perfectly, as required to enable
obligations and disbursements.

8. SelectSave Copied Line of Accountiagthe bottom of the screenThelLines of Accounting (Search
Results)screen (as seen in FigureBBdisplays. It showthe newly created LOA.

3.4 Cross-Organization Funding

Crossorganization X-Org) Fundingllows an organization to release access of a LOA to an outside organization
or to a specific traveler in DTS. Use this feature when your organization pays foioframnel or more of another
2NBF YyAT I (A X@r@Rundingsldifefent 8axdsidring a LOA in two major ways:

1 An organization can only share its LOAs with organizations subordinat@iy Fundingllows LOA
access to any organization in DTS.

1 An organization cannot designate a shared LOA for the use of a single traveler, as is the cAg@rgith
Funding

At any time, the organization can remove or update ¥a®rgdesignation. In addition, the organization who set
up the X-Org Fundingalways ré¢ains control of both the LOA and the associated budget and can run reports to
monitor X-Org LOAIse.

Finally, the funding organization may (but does not have to) determine which routing list documents that
contain theX-Org LOAnust followwhich permits he funding organization to determinge AQ
| SNBEQa ¢KI G 200dzdBrgBudng | 5¢! asSda dzd

1. 5¢{ SYlFLAfta GKS NBOALMASYyld 2NHIyATFGA2YyQa 5¢! (2 Of |
provides the name and email address of the fundiny B YA T I A2y Qa C5¢! = | yR Aaa
that the receiving organization must strictly follow any limitations and guidance the funding
2NBFYATFGA2Y Lidzia Ay LXFOS F2NJ GKS [h! Qa dzaSo

2. The LOA label becomes available to the designated recipiente Drtss Org LOdrop-down list of
0KS (NI @St SNDa Aaudtidpgcie¢ni dzy RSNJ (G KS
3.4.1 Cross Org LOA Access to an Organization

When allowingan organization to use your LGsdnsider providinghoroughinstructions such as available time
period for ug, covered and not allowable expenses, @bt to exceed dollar amounBelow discusses the
process for allowingn entire organization to use your LOA then the steps for traveler only.

I SNB Q4 relgkaBes OA &cess to a DT§abization:

1. From theLines of Accounting (Search Resulsgyeen (Figure-8) selectX-Org Fundingiext to the LOA
you want to allow the organization to access.

Defense TraveMlanagement Office 14
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DTA Tools: [EN TR scarch LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Lines of Accounting(Search Resulis)

Organization Name: DTMOCSD

Select All Clear All

izati Label 23
Include Sub-Organizations: No ‘
Format Map: Unbudgeted LOA(3) Only: No
DeletSeEL?clgaL?lwer Edit Organization Name Label Shared Format Map
0 [ Update | Copy | X-Org Funding | DTMOCSD 23TRAINING No  AF 2, 9/29/2003 New Budgst
_

| Delete Selected(on this page) | Rollover Selected (on this page) ‘
1-10f1

SameFigure 87: Lines of Accounting (Search Results) Screen

2. TheSearch Cross Osgreen(Figure 810) opens.

Search Cross Org:
Cross Org For Funding: |
Or
Search Cross Org By Traveler SSN: I:I
Funding LOA Label: 23 EXEC
Funding LOA Org: DTMOCSD
Selected Organizations and Individuals for Funding:
Select to Delete Organization/Traveler
Select Routing List:
Document Type: | -Select to Add- v | Routing List: |fSeIecI to Add- ~
Selected Routing List:
Select to Delete Document Type/Routing List

Figure 810: Search Cross Org Screen

3. Enter the full name of the organization you want to allow LOA access @rtss Org For Fundirfigld.

4. SelectSearch TheCross Orgcreen (Figure-81) opens.

Cross Org:

Traveler First Name:
Traveler Last Name:
Traveler SSN(last 4 digits):

Cross Org Name: DTMOCSDOPS
Cross Org Description Operations Group
Funding LOA Label: 23 EXEC

Funding LOA Org: DTMOCSD

Figure 811: Cross Org Scregi®rganization Result

Defense TraveMlanagement Office
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5. SekctSave OrgTheSearch Cross Osgreen opens. Under the secti@elected Organizations and
Individuals for Fundingthe selected organizatiodisplayFigure 812). SelectReturn Listo exit the
screen. Thé&earch Cross Osgreen appeardNote: To remove the LOA access by an organization, use

the Select to Deleteoption.

Search Cross Org:

Cross Org For Funding: ‘ |
Or

Search Cross Org By Traveler SSN: :

Funding LOA Label: 23 TRAINING
Funding LOA Org: DTMOCSD
Selected Organizations and Individuals for Funding:
Select to Delete Organization/Traveler
(] DTMOCSDOPS
Select All  Clear All

Figure 812: Saved OrganizatianSearch Crog3rg Screen

3.4.2 Cross Org LOA Access to a Traveler
I S NI Q& reléadas O access to a Traveler:

1. Fromthe Lines of Accounting (Search Resulisjeen (see Figure®, selectX-Org Fundingiext to the

LOA you want to allow the traveler to access.

2. TheSearch Cross Omgreen $ameFigure 810) opens. On th&earch Cross Oggreen, enter the SSN

of the traveler you want to release LOA access inSharch Cross Org By Traveler $i8N.

Search Cross Org:
Cross Org For Funding: | |
Or
Search Cross Org By Traveler SSN: \:I
Funding LOA Label: 23 EXEC
Funding LOA Org: DTMOCSD
Selected Organizations and Individuals for Funding:
Select to Delete Organization/Traveler
Select Routing List:
Document Type: | -Select to Add- v | Routing List: -Select to Add-
Selected Routing List:
Select to Delete Document Type/Routing List

SameFigure 810: Search Cross Org Screen

Defense TraveMlanagement Office
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3. SelectSearch TheCross Orgcreen (Figure-23) opens

June 28, 2022

Cross Org:
Traveler First Name: Helen
Traveler Last Name: Howard - A
Traveler SSN(last 4 digits):
Cross Org Name: DTMOCSDOPS
Cross Org Description: Operations Group
Funding LOA Label: 23 TRAINING
Funding LOA Org: DTMOCSD

| save Selected SSN | Save Org || Cancel |

Figure 813: Cross Org Screeraveler Result

4. SelectSave Selecte&SNor Save OrgTheSearch Cross Organizatisoreen opens (FigureBt).
Under the sectiorSelected Organizations and Individuals for Funditite selected traveler displays.
SelectReturn Listto exit the screen. Th8earch Cross Osgreen appearsNote: To remove the LOA

access by the traveler, use tiselect to Deleteption.

Search Cross Org:
Cross Org For Funding: | |
Or
Search Cross Org By Traveler SSN- \:\
Funding LOA Label: 23 TRAINING
Funding LOA Org: DTMOCSD
| Search || Retum List |
Selected Organizations and Individuals for Funding:
Select to Delete Organization/Traveler
OJ DTMOCSDOPS/Howard - A Helen XXXXX6327
Select All  Clear All
Select Routing List:
Document Type: | -Select to Add- v | Routing List: -Select to Add- ~
Selected Routing List:
Select to Delete Document Type/Routing List

Figure 814: Saved TravelerSearch Cross Org Screen

3.4.3 Remove Cross Org LOA Access

Once the organization or a traveler have been paid for travel and no longer need yowdeOA, the LOA

access should be revoked.

| SNBQa K2g G2 NBY20S (GKS [h! I O00Saay
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1. OntheSearch Cross Osgreen, locate th&elected Individuals and Organizations fleundingsection
(Figure 814). Check the boRelect to Deletenext to every organization or traveler you want to remove
LOA access.

2. SelectDelete SelectedTheSearch Cross Osgreen refreshes (Figurel®). All checkd organizations
and travelers no longy appear in the list

3.4.4 Designate a Routing List

. 2dz Oy FhGFEOK 2yS 27F @2 dzNJogdhBatiofi AOAL Wihkr2yguQid, eveiP timé A y 3
someone uses that croggganization LOA in a document, DTS automatically selects yourlorgaitiA 2 y Q& N2 d:
fAdd a GKS R20dzySyidQa RSTFrdzZ G NRdAziAYy3a tAaGD | 25S0S
can instead select any available routing list from the Routing Listdioam on theDigital Signaturescreen.

If you donot specify a routing list, DTS will use the default routing list from the traveler's permanent profile as

the default routing list instead. The traveler may still choose to select any available alternate routing list.

Note: Follow your local business8&EE NBX 3 NRAY 3 dzaAy3a GKA& 5¢{ Fdzy OlA2yc
the travel process to ensure amntability (e.g., leave form).

I S NB Q& dekignate airouting list for a cressganization LOA:

1. From the ines of Accounting (Search Resulsgreen (Figure-8) selectX-Org Fundingiext to the LOA
you want to attach a routing list. Tt&earch Cross Osgreen (Figure-84) opens. Determine if you are
allowing the entire organization or a specific traveler to use your LOA.

2. Select theDocumentTypethat must use the routing list. Options aféJTH(authorizations)VCH
(vouchers), andlVCHlocal vouchersNote: You can only select one at a time, but you can perform
these steps again to include a second or third document type.

3. Select theRoutingListyou want the selected document to follow. You can select any routing list
F3a20A1G§SR G2 GKS 2NBIYyATIGARZ2Y (KFG 26ya GKS ONRA:

4. SelectSave Routing List

3.4.5 Remove a Designated Routing List

To remove a designated routing list foracrassl H QR [ h! Y

1. OntheSearch Cross Osgreen, in theSelected Routing Ligtection, undeiSelect to Deletecheck the
box next to every item you want to remove (Figuré4.

2. IntheSelected Routing Listection, selecDelete SelectedTheSearch Cross Orgreen refreshes. The
items you removed are no longer on the list.

3.5 Creating Budgets for LOAs

A LOA must always have at least one associated, funded budget before it can fund travel in DTS. If you created a
LOA without creating a budget, or if you needegcond budget tied to a single LOA, DTS provides an easy way to
make sure all elements match in the LOA and budget, as required.

| SNBQa K26 (G2 ONBIGS + y8s 06dR3ISE F2NI Ly SEA&aGAYT [
1. On the lines of Accounting (Search Resulsgyeen (Figure-85) locatethe LOA to establish a budget.
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Lines of Accounting(Search Results)

Organization Name: DTMOCSD

SelectAll Clear Al

| Delete Selected(on this page) | Rollover Selected (on this page) |
1-10f1

- Label: 23 ROUTINE TVL
Include Sub-Organizations: Mo .
Format Map: Unbudgeted LOA(s) Only: No
Select I
Del eteeuer R:J?l evn Edit Organization Name Label Shared  Format Map Link to /
0 | Update | Copy | X-Org Funding | DTMOCSD 23ROUTINETVL No ARMY 3, 6/6/2003 New Budget

Figure 815: Lines of Accounting (Search Results)

2. Select theNew Budgetink in theLink tocolumn. TheBudgetmodule opens on th&elect Budget Type
screen (Figure-86).Note: TheFiscal Yeadefaults to the oldest oneYou must use the dredown

menu to select the propeFiscal Year

Format Map : ARMY 3, 6/6/2003

Fiscal Year : 2000
Organization : DTMOCSD N Q,

~

* Enter the organization or click on

the icon to select a value

A SHARED BUDGET ITEM CAN BE ACCESSED AND WILL FUND EVERY MATCHING LOA (10X20) IN THE
ORGANIZATION OR SUBORDINATE ORGANIZATION IN THE ORGANIZATION HIERARCHY. EACH TIME
A FUND ACTION IS INITIATED FOR AN LOA, DTS WILL CHECK AND INITIATE THE FUND ACTION FOR
LOCAL BUDGET ITEMS AND SHARED BUDGET ITEMS CONTAINED IN PARENT ORGANIZATION(S).

Budget Label : 23 ROUTINE TVL N O Shareable

2 Enter in the format: YY

OG0

Budget Type:  ® Quarterly O Annual

SAVE CANCEL

Figure 816: Select Budget Type Screen

3. (Optional) The following fields are populated with information that match the source LOA, but you can

change it if you need to:
 Fiscal Year
I Organization
1 Budget Label

Defense TraveMlanagement Office
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 Shareable

4. (Optional) DTS selects the radio button that will crea®w@arterly budget by default. You can change
the Budget Typdo Annualif necessary.

5. SelectSave DTS saves the information and opens @reate Budgescreen (Fjure 817).

Enter the amount budgeted for each quarter and add/edit the lines of accounting.
Fiscal Year : 2023
Organization DTMOCSD
Budget | 53 RoUTINE TVL N
Label :
* Enter in the format: YY
XKHXKKKXHHRKK
Not Sharable
AMOUNT BUDGETED FOR EACH QUARTER
First: 0.00 b
Second : 0.00 b
Third : 0.00 N
Fourth : 0.00 N

Figure 817: Create Budget Type Screen (Top)
6. (Optional) Enter a neviBudget Label

7. Complete any availabldmount Budgetedield with budget target amounts. If this is a quarterly
budget, you cannot enter budget targets in quarters that haveaaly ended, and DTS will calculate the
Total for you. If this is an annual budget, there are no quarterly amounts, so you must enter the Total.

8. Do not use theCopy an existing LOA to this budgeption. DTS has already populated the budget
elements.

9. Although not pictured in Figure-87, the budget elements are at the bottom of the screen. You can
change them, but if you make changes, they will not match the LOA elements, and funding will fail.
Note: LOAs and Budget items must match unless you are udidgawds in the Budget item. See the
DTA Manual, Chapterfdr more on DTS budgets.

10. SelectSave
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11. SelectShow Budgetso view budget information

3.6 Deleting LOAs

June 28, 2022

There ardimes when you will find it necessary to remove a i@/ your organizationfFor example, the LOA

was created using the wrorfgprmat Mapor when you have LOAs which are no longer used for travel (e.g., over
3 years old) and you want to prevent travelemsm selecting them in a document, you can remove them from

DTS.

| SNBQa K2¢ (G2 RSESGS 2yS 2NJ Y2NB [h!ay

1. On theLines of Accounting (Search Resulisyeen (Figure-88) in theSelect to Delete or Rollover
column, check the box next to each LOA that youttanlelete.Note: You can only check items on
this screen. If you have a long list of LOAs, you may not be able to view them all on the screen at one

2. SelectDelete Selected (onhis page) TheDelete Line(s) of Accountingcreen (Figure-29) opens. It

3. SelectDelete Line(s) of Accounting heDelete Line(s) of Accounting Summasgreen(Figue 8-20)
2dz OF yQi RSt SGS

time.

Lines of Accounting(Search Results)

Organization Name: DTMOCSD Label
nclude E’q';%‘zorga”'za“ons ho Unbudgeted LOA(s) Only- No
Del etseeéercégﬁ D Edit Organization Name Label Shared Format Map Link to
(o] Update | Copy | X-Org Funding | DTMOCSD 18BAND ~ No  MC1, 8/1/2001 New Budget
Update | Copy | X-Org Funding | DTMOCSD 18 DEFAULT No  MC 1, 8/1/2001 New Budget
] Update | Copy | X-Org Funding | DTMOCSD 18EXEC  No MC 1, 8/1/2001 NewBudget
Update | Copy | X-Org Funding | DTMOCSD 18 TRAINING No  AF 2, 9/29/2003 New Budget
Update | Copy | X-Org Funding | DTMQCSD 19 DEFAULT No MC 1, 8/1/2001 New Budget
Update | Copy | X-Org Funding | DTMOCSD 19 TRAINING No  AF 2, 9/29/2003 New Budget

Select All  Clear All

Delete Selected{on this page) | Rollover Selected (on this page)
1-100f 10

Figure 818: Lines of Accounting (Search ResualBglete Option

lists all the LOAs you marked for deletion.

Delete Line(s) of Accounting

Organization Name Label Format Map
DTMOCSD 18 BAND MC 1, 8/1/2001
DTMOCSD 18 EXEC MC 1, 8/1/2001

| Delete Line(s) of Accounting || Cancel |

Figure 819: Delete Line(s) of Accounting Screen

opens. DTS tells you how many LOAs successfully remdotsY |
in an active travel document. Review the document before proceeding with LOA removal.
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Delete Line(s) of Accounting Summary

2 of 2 Line(s) of Accounting Successfully Deleted.

Figure 820: Delete Line(s) of Accounting Summary Scree

4. SelectOK TheLines of Accounting (Search Resulisjeen refreshes. Any deleted LOAs no longer
display on the list.

3.7 Rolling Over LOAs

One method in forming the new FY LOAs is the rollover feature. Rollover allows the FDTA to select one or many
LOAsat the same time. DTS provides two means of rolling over LOASs to the new fiscal year:

1 Default rulesautomatically update fiscal year and program year account elements in each LOA to the
designated fiscal year defined for each LOA format map. Any empheats in the LOA will remain
empty. All other data elements within the LOA copy into the new LOA. You can modify default rules.

9 Custom rulesallow users to turn off individual fiscal/program year account element rules from the
default rule set. Custom rusecan apply to one or more LOAs when selected irRibiéoverfeature.
Once the user has turned off the LOA element rules, DTS will not automatically update fiscal/year
account elements in each LOA with a specified fiscal year value.

Note: All other data eements in the LOA move over into the new LOA. If the LOA has the fiscal year designator
embedded in a data element hoovered by the custom rules, then use tBepyfeature and update as needed
to modify LOA Data Elements, Accounts; 110.

3.7.1 Roll Over using Default Rules
I S NB Q & rolKofes al @A2ising Default Rules

1. SelectDTA Maintenance Todluick link) from the DTBashboard or selectAdministration and then
DTA Maintenance Tool

2. SelectDTA Maintenance Homto open a dropdown menu, then seledtines of AccountingThe
Search Lines of Accountirsgreen (Figur8-21)opens.

DTA Tools: Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Search Lines of Accounting
For "Organization Name" please enter four or more characters in the corresponding field to display list of available

organizations.
Labet |  |FY+LOAName)

Format Map: v |

Organization Name: [} —Include Sub-Organizations

Unbudgeted LOA(s) Only: |

Figure 821: Search Lines of Accountirgye®n
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3. Complete the Label field with the name of the LOA.
-OR
To expand the search to include all LOAs for the selected organization, leave this field blank.

4. Select theFormat Mapdrop-down arrow to select a map type. To expand the search to include all map
types, leave this field blank.

5. Select theOrganization Namelrop-down arrow to select an organization. To expand the search to
include all sukorgs, check thénclude SubOrganizationsbox.

6. SelectSearch ThelLines of Accounting (Search Resulisjeen displays (Figure22).

Lines of Accounting(search Resuits)

Organization Name: DTMOCSD
Include Sub-Crganizations: Mo

Label: 22
Unbudgeted LOA(s) Only: No

Format Map:
Del etseetl)(?clétt)?l T Edit Organization Name Label Shared Farmat Map Link to
0 | Update | Copy | X-Org Funding | DTMOCSD 22 BAND No  AF 2, 9/29/2003 New Budget
0 [ Update | Copy | X-Org Funding | DTMOCSD 22 EXEC No  MC1,8/1/2001 New Budget
0 | Update | copy | X-Org Funding | DTMOCSD 22 ROUTINETVL No ARMY 3, 6/6/2003 New Budget
[D] [ Update | Copy | X-Org Funding | DTMOCSD 22 TRAINING  No  AF 2, 9/29/2003 New Budget

SelectAll  Clear All

| Delete Selected(on this page) | Rollover Selected (on this page) |
1-40f4

Figure8-22: Lines of Accountinggearch Results) Screen

7. Check the box next to each LOA you want to include in the roll over or uSeteet Allink to select all
LOAs on the screen.

8. Note: The LOAs display ®rganization NameLOA LabelandFormat Map You cannot view all data
elemerts of the LOA once roll over is selected. UseMtleav LOA(S) Lidink to view all data elements
and verify the LOA as a candidate for roll over.

9. SelectRollover Selected (on this pagehheRollover Line(s) of AccountingSelect Rulescreen
(Figure 83) opens. It displays the default rules for how DTS will complete the roll over process for the
selected LOAs.

Rollover Line(s) of Accounting - Select Rules

Selected Format Map Default Rollover Element(s) Default Rule(s)

Empty (null) values for Air Force PY and FY elements are not rolled over.
AFiscal year (FY) element with a value less than the corresponding
Program Year (PY) element is not rolled over.

X' values for Air Force FY elements are not rolled over.

Non-empty (FY and PY) elements are rolled to new fiscal year.

Account 2 FY

AF 2, 9/29/2003 Account 3 PY

Select Rollover Rules: @  Use default rule(s)
() Use custom rule(s) defined for each LOA

Continue || Cancel

Figure 823: Rollover Lines of Accountin§elect Rules Screen
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10. Select theUse default rule(syadio button.

11. SelectContinue TheRollover Lir(s) of Accounting; Default Rulesscreen opens. This screen previews
the LOASs requiring roll over. It shows the list of selected LOAs witBrip@nization NameLOA Label
Format Map and the option tdPreviewthe new fiscal LOA before rollover.

12. Enter the new fiscal year in thRollover LOA(sandyou want create th&empty Budget Shell(gFigure
8-24) if there are no LOA data element changdéste: If you need to update a LOA fieldcCounts 1
10), only add the new FY Rollover LOA(S) to Fiscal Ydald, uncheck theCreate Budgebox and
R2y Qi OmRnipty BuSgetSKefit this point. Instead, after LOA rollovéipdatethe LOA
element(s), and then create the budget shell using the Link to coltdew, Budgetink (FigureB-22).

DTA Tools: Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Rollover Line(s) of Accounting - Default Rules (An empty budget shell will not be created if Create Budget is not checked ) Required

Rollover LOA(s) to Fiscal Year —
Empty Budget Shell(s) Fiscal Year:
Create Budget Shared Organization Name Label Format Map Preview
0 DTMOCSD 22 TRAINING AF 2, 9/29/2003

| Rollover Line(s) of Accounting || Cancel |

Figure8-24: Rollover Line(s) of AccountimgDefault Rules

13. If the organization uses annual budgets, then uncheckQteate Budgebox. You must manually
create the budgets in thBudgetmodule.

14.LF &aKIFENAyYy3a (GKS [ h! -adadizitions,cigck 2hblibh tifeShatedcdlugng.ioie: & dzo
{ KFNAY3 [ h! & YSI yoiganzationk Oyce shardd thé LOA &t&/s shatsl.

15. (Optional) If you seled®review(Figure 84) then a new LOA Data Elements screen opi&spaying
format of the LOA data elements irew only.When finishedsimply selecClose Window

16. Select Rllover Line(s) of Accountingp generate the new fiscal year LOAs and empty budgets. The
Rollover Line(s) of AccountingConfirmpage opens (Figure2b).

IL]‘nes of Accounting v Search LOA(s) | Create LOA(s) | Update Default LOA(s) | Mass Update | Mass Copy | View LOA(s) List

Rollover Line(s) of Accounting - Confirm

After the lines of accounting are rolled over into the new fiscal year, you will
not have an option to systematically back out the changes through the DTS
application. If changes are required after the rollover function is completed,
modifications will have to be made to the LOAs through the LOA Mass
Update or the LOA Edit functions.

Would you like to continue with the rollover action or cancel and review your
LOA rollover rules prior to executing the fiscal year rollover?

Continue || Cancel

Figure8-25: Rollover Line(s) éfccounting; Confirm Screen

Defense TraveMlanagement Office 24



DTA Manual, Chapter 8: LOAs June 28, 2022

17. SelectContinueto complete the roll over process. TR®llover Lines(s) of Accounting Summasgreen
confirms the number of LOASs rolled over and empty budgets created (Re2fe

Figure8-26: Rollover Lines(s) stcountig Summary

18. SelectOK ThelLines of Accounting (Search Resultshdow displays the ewly established LOA (Figure
8-27).

Note: If you made an error when establishing the LOA, use one of the following options to fix it:

91 Delete the LOA and inactivate delete any associated budgets
i Edit the LOA and associated budgets

Figure 827: Lines of Accounting (Search Resgl®blled Over LOA
NoteY 2dz OFyQli dzaS GKS ySg [h! (2 TFdzy R G NDBManualzy G A €

5

Chapter Sor instructions on entering budget targets.

3.7.2 Roll Over using Custom Rules
| SNB3Qa K2g G2 NRff 2@0SNJ I [h! dzaAy3 /dzaG2Y wdzA Say
1. From theLines of Accounting (Search Reslikcreen select the boxes next to all the LOAs you want to

roll over.

2. SelectRollover Selected (on this pagefheRollover Lines(s) of Accountingselect Rulescreen opens
(Figure 828). The top section displays the rules DTS would apply to thetedle©As, if you used the
default rules.

3. Select theJse custom rule(s) defined for each L@sdio button(Figure 828).
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